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1. Company Policy


	Date:


An example company policy is given below.   A commitment to the supply of safe seafood through the setting up and maintenance of a Food Safety Plan is essential.

Company Name was established in 1995 on the shores of Crystal Lake with the aim of growing and harvesting trout with the best taste and quality in Tasmania.   Our commitment continues through to distributing our product in a manner that ensures our customers always receive it in the best possible condition.

This manual has been prepared to bring together all the documents relating to the operation of our quality system.   Food Safety and Quality are the keys to our past and future success.   

I with my fellow directors am fully committed to the principles outlined in this manual. 

Signed :_____________________________________

Title:_________________________________________

Date:_____________________________

	Company Name

2. Key Staff & Responsibilities


	Date:



Key staff and their relationships should be indicated in a chart similar to above.

Examples of responsibilities are given below:

The manager has complete responsibility for all decisions relating to quality and food safety of the seafood. 

The supervisor is responsible for ensuring all staff are trained for the particular tasks being carried out and that the relevant procedures are being followed.  They are responsible for checking all documents and determining action to be taken when critical limits are passed.




	Company Name

3. Process Flow Chart


	Date:


The process flow chart and hazard analysis is described in some detail in the accompanying guideline.   Examples of a ‘Process Flow’ and ‘Hazard Analysis Table’ are provided in Form H.   The content can be deleted to give a blank form to incorporate the results of the actual hazard analysis.

This section should describe the process used to carry out the hazard analysis.  The person responsible for the hazard analysis preparation should be identified.  Remember to include in the hazard analysis table who is responsible for monitoring the critical limits.

In preparing this Food Safety Plan the hazard analysis needs to be completed before the earlier procedures can be confirmed.   However since HACCP relies on a solid base of good handling practice it is often easier to set up the hygiene, cleaning, handling, and other procedures first.   Next, if you choose to, carry out the hazard analysis and then refine the procedures where necessary to take account of any additional hazards identified or controls that require tightening.

An important part of HACCP is the need to ensure that the system is reviewed at regular intervals and is automatically rechecked whenever there is a change to methods of operation.

A HACCP log might be prepared which identifies the next review date, the person responsible and the result.   Any changes should be noted at the time they occur together with the results of the re-check of the hazard analysis.


Company Name

Process Flow Chart and Hazard Analysis for the Growing, Harvesting, and  Distribution of Fresh Gilled and Gutted Fish   

	Process Step
	
	Potential Hazards and Causes

	
	
	

	Preparing and filling the pond
	
	· Chemical residues in the soil at time of pond creation

· Contamination from water supply, agricultural chemicals, soil, run-off, and sewage

	(
	
	

	Stocking and grow-out
	
	· Microbial and chemical contamination from fish stock

	(
	
	

	Feeding fish
	
	· Chemical contamination from antibiotics

· Microbial contamination from feed

	(
	
	

	Harvesting
	
	· Microbial contamination from equipment and personnel

· Microbial growth caused by temperature abuse

	(
	
	

	Purging
	
	· Microbial contamination from purge water and equipment

	(
	
	

	Chilling
	
	· Microbial contamination from coolant

· Microbial contamination from bins and equipment 

	(
	
	

	Sorting
	
	· Microbiological contamination in sorting area from equipment and personnel

· Microbial growth from temperature abuse

	(
	
	

	Gutting and washing
	
	· Microbial contamination from gut contents, water, poor personal hygiene, work surfaces or equipment

	(
	
	

	Packaging and icing for transport
	
	· Microbial and physical contamination from packaging materials and coolant

· Microbial growth due to poor temperature control - worsened by damage (crushing)

	(
	
	

	Distributing to customers or the market
	
	· Microbial growth due to poor temperature control -  insufficient ice for journey,  use of unrefrigerated vehicles

· Microbial, chemical or physical contamination during transport and distribution


 (This process flow is an example only of the format and the types of hazards to be considered.   Each business must identify the actual process used, the potential hazards and the risk.  Risk may differ between similar operations depending upon a range of factors e.g amount of processing. )

	Company Name

4. Staff Training Procedure
	Date:


Typically this should include:

Induction – introduction to the business;

Protective clothing - provision and use;

Personal Hygiene – list of requirements;

Safety in the workplace – basic rules;

Administration – pay, problems, sickness etc

Specific training instructions for various tasks* - such as cleaning and sanitation

* instructions do not have to be written where on the job training is by demonstration repetition and checking by the trainer.  Dot point reminders of key points may be useful.



	
Company Name

5. Cleaning & Maintenance Schedules
	Date:


Include key instructions for cleaning shed, harvesting and particular equipment.

Where available use the chemical supplier’s data and safe handling recommendations.   The instructions can be used for staff training.

Prepare a master list of all equipment and services noting the frequency of cleaning and/or maintenance from which the cleaning rosters can be prepared.

Maintenance should also include calibration of temperature gauges and thermometers.   If thermometers are only used to check chill temps then a calibration in ice slurry may suffice.

	Company Name

6. Pest Control Procedure

	Date:


Seek advice from a reputable pest control operator and, if affordable, have them draw up a program where they provide and locate baits then check and replenish as necessary.

If you choose to do your own pest control ensure that:

· Staff are trained in handling baits;

· Include copies of all safety and usage instructions;

· Observation of pest activity is in the cleaning instruction; 

· Replenishment or replacement of baits is part of 'maintenance'; and

· Record details on the pest control Form C.

In this section, describe the chosen procedure and include copies of all safety and usage instructions.



	Company Name

7. Feed, Chemical & Drug Storage Procedure
	Date:


State how the feed is to be stored, such as:

· Off the ground, locked shed, silos etc.

· Clear labelling requirements (supply date, supplier);

· Store in area with low humidity;

· Stock rotation procedure; and

· If pests are a problem store feed in resealable containers.

A record of feed receival, detailing suppliers and storage conditions is advisable.  An example is provided in Form D. 

List all chemicals or drugs that are approved for use by the business and document any specific individual storage requirements, such as keep in the refrigerator. Include copies of all Material Safety Data Sheets provided by suppliers.

State how chemicals or drugs are to be stored, such as:

· Away from seafood handling and storage area;

· Away from where aquaculture feeds are stored and prepared;

· In separate area, preferably lockable;

· Store off the floor;

· Ensure there is no likelihood of drainage run-off from that area to the food handling areas;

· All chemicals are to be clearly labelled;

· Who on staff is allowed to access the chemicals for use; and

· All containers are well sealed. 



	Company Name

8. Feeding, Chemical & Drug Usage
	Date:


Development of procedures relating to feed, chemical and drugs usage is important.  

Maintenance of a feed log will assist in determining efficacy of feed and allow tracing back to a feed type or supplier if problems arise. 

A feed log could include:

· Feed supplier

· Feed Type

· Batch No

· Date Supplied

· Use of feed in different ponds/tanks

· Dates of changes in feed supplies 

· Calculation of pond/tank biomass to guide feed input

· Observe and record feeding behaviour

· Record outcomes of feeding regime

A procedure for usage of each chemical or drug may be necessary.   Designate who is responsible for chemical use or drug administration.  The procedure should state what has to be observed and recorded and who is to do the recording. 

List all chemicals or drugs that are approved for use by the business as in the storage procedure.  Add information on application and dose rates, mode of usage (label or off-label) and withholding periods.  This would need to be updated anytime a new chemical or drug is purchased.  Reference the presence of the Material Safety Data Sheets in the storage procedure.  

Information contained in the procedure could include:

· Chemical/drug supplier

· Chemical/drug used

· Date chemical or drug is used 

· Dose or usage rates

· Reason for chemical or drug use

· Withholding period, highlighting earliest date of permissible harvest.



	Company Name

9. Personal Hygiene Standard
	Date:


These include instructions on when to wash hands, what protective clothing to wear, handling of seafood, reporting of illness, diarrhoea etc.

Often these are prepared as reminder notices and attached next to a sink, on the back of the toilet door, or where the staff are likely to see them.   Keep copies in this file.

Again once the standards are written down in a simple list, training becomes easier and there can be no misunderstanding.   Adherence to personal hygiene standards is a condition of employment.



	Company Name

10. Approved Suppliers Procedure
	Date:


The purchasing of feed, chemicals and other inputs into the growing of seafood that might affect food safety must be controlled.

Prepare a list of "Approved Suppliers" and the products that can be purchased from them.  Keep a copy on file and in the purchasing book or where it is likely to be seen at purchasing time.

For example:

	Supplier
	Phone
	Rating
	Product

	ACME Feed Mills Ltd


	wwww wwww
	A
	Grower diet

	ABC Fish Food Co


	xxxx xxxx
	B
	Grower diet

	ABC Fish Food Co


	xxxx xxxx
	A
	Medicated 'complete' juvenile diet

	Ice World


	yyyy yyyy
	A
	Crushed ice

	Blue Chemicals


	zzzz zzzz
	A
	Aluminium sulphate


 A = Preferred; B = Second Choice; C = Awaiting Approval

Existing suppliers will be allocated A or B based on previous history, whereas new suppliers may rate C until a number of defect-free deliveries have been received.




	Company Name

11. Harvesting Procedure
	Date:


A harvest procedure may state the time of the day harvest can occur such as early morning. 

List what preparation and checks need to occur prior to harvest, such as that all withholding periods have expired for the tank or pond to be harvested and sufficient potable ice is available.

Include, if appropriate, procedures for purging such as:

· purge time; and 

· the method of cleaning water for reuse.

Strict temperature and time limits must be set for chilling harvested product.

Labelling should occur at harvest to allow traceability of product.  The following are examples of some of the appropriate details:

· Name and address of farm 

· Name and contact details of consignee

· Size grade and/or number of fish in shipment

· Nett weight

· Date of harvest

· Chilled seafood - store at less than 5°C.




	Company Name

12. Storage, Packing and Distribution Procedure
	Date:


This procedure will directly relate to the hazard analysis and incorporate any of the resulting requirements.

Use dot points to identify issues to be addressed.  These include prevention of contamination, containers used and use of ice well as temperature control in the truck etc.

If fish are headed/gilled/gutted, include comments on waste disposal and fish cleaning after preparation.


 

	Company Name

13. Customer Complaint & Recall Procedures
	Date:


Whilst no business is keen to receive customer complaints they are an important indicator of both customer opinion of the business and the quality of the products.

Customer comments good or bad should be recorded and it is good sense to prepare a customer comment book with columns:

Date
Product/Code
Comment
Customer Details
Action Taken

Where the issues are purely quality or service the action taken is entirely a business decision.   Where illness is suspected there needs to be a procedure in place which involves:

· Notification to the Manager

· Identifying and separating any suspect stock

· Notification to the local health authority (if serious)

· Informing the supplier where appropriate

· Analytical testing if necessary.

It is always difficult with a single complaint to be certain the seafood is the cause, but if two independent complaints relating to the same item are received then action should be taken.   The log is useful as the identity of the first customer is already recorded for follow up when the second complaint is received.

Recall of product should only take place with the involvement of the state health authority.  

Most likely the company becomes part of a larger recall having supplied product subsequently found to be unsafe.   In these circumstances the harvest and despatch records may be vital to limiting the damage by identifying when it was sold and to whom. 

The ability to carry out a recall is included in the legislation.   FSANZ have published a ” Food Recall Protocol “ to assist a business be prepared. 

Company name

 Staff Training                               Form A 


Date of issue____________

	Staff    (
 Task  (
	John M
	Tony W
	Mary T
	Fred S

	Induction


	
	5/10

pw
	
	5/10

pw
	
	8/10

pw
	
	

	Protective Clothing


	
	5/10

pw
	
	5/10

pw
	
	
	
	

	Personal Hygiene


	
	8/10

pw
	
	8/10

pw
	
	
	
	

	Workplace Safety


	
	8/10

pw
	
	
	
	
	
	

	Administration


	
	8/10

kn
	
	8/10

kn
	
	
	
	

	Feed & Chemical or Drug Use


	
	8/10

pw
	
	
	
	
	
	

	Harvesting 


	
	
	
	
	
	
	
	

	Storage, Packaging & Distribution
	
	
	
	
	
	
	
	

	Cleaning Procedures


	
	
	
	
	
	
	
	

	Temperature Recording


	
	
	
	
	
	
	
	

	Pest & Waste Control


	
	
	
	
	
	
	
	

	Complaints / Recall


	
	
	
	
	
	
	
	

	

	Shade in left hand box to indicate training required, then date and sign when training completed. If training must be completed by a certain date, put this date in the shaded section as on right.
	1/9
	2/8

js

	


	Company Name

Cleaning Roster                            Form B      Date of issue _____________


	
	
	
	
	Week commencing   


	Task


	Staff(
	Mon
	Tues
	Wed
	Thurs 
	Fri
	Sat

	Feed & Chemical Store
	
	
	
	
	
	
	

	Harvest Equipment
	
	
	
	
	
	
	

	Processing Shed
	
	
	
	
	
	
	

	Fish Bins
	
	
	
	
	
	
	

	Rubbish/

Waste Disposal
	
	
	
	
	
	
	

	Toilet / wash basin
	
	
	
	
	
	
	

	Packing Tables etc
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	

	Monthly task

this week:

--------
	
	
	
	
	
	
	

	Comments/Problems




Prepare weekly task list shading out jobs not required this week, and including any non-routine monthly or quarterly tasks.   Identify the staff member responsible who also must sign on completion.   Allow room for recording any problems or suggestions.

Company Name
Pest Control Record

Form
C
Date of issue ______________

	Date
	Area Treated
	Pest
	Treatment
	Treated by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Company Name

Goods Receival






Form D  
Date of issue
__________








	Date Recd


	Product Type
	Supplier
	Qty
	Batch No
	Storage Conditions
	Sign

	20/6/00
	Grower diet
	ACME Feed Mills Ltd
	0.5 t
	BD509
	Sealed plastic bin in shed
	 J Smith



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Company Name

Approved Chemical and Drug List
Form E
Date of issue ____________

	Product
	Application
	Dose Rate
	Usage: Label or Off Label
	Withholding Period

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Company Name

Chemical and Drug Treatment






Form 
F
Date of issue ______________

	Date
	Pond

Tank No
	Administered by
	Drug or chemical name
	Label WHP
	Dose
	Delivery method
	Treatment Date
	Earliest harvest date after WHP
	Corrective action
	Checked by



	
	
	
	
	
	
	
	1st
	2nd
	3rd
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Remember to include in-feed medication.

If a veterinarian administers a drug it is advisable to get him/her to sign this form.

	Company Name

Fish Harvest & Distribution Record                                                                           Form G     Date of issue ___________
Date Start ________________Date Finish _____________Page Number ______

	 Date


	Harvest Time
	Pond/Tank/Rack/

Cage
	Qty
	Batch No
	Iced

( orX
	Sign
	Date/Time Unloaded

Despatch
	Customer
	Sign

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Despatch  & Transport details

	Date
	Truck no.
	Truck Temp
	Truck Condition
	Fish 

Temp
	Re-iced.

( or x
	Qty sent
	Sign / comments

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Comments




If you are marketing live fish change 'iced' column to time spent in holding tank

Company Name

Hazard Analysis Table – Harvest to Distribution of Chilled Fresh Aquaculture Finfish
Form H     Date of issue _________
	Step
	Hazards
	Cause
	Control Points
	Monitoring Procedure
	Target/Tolerance
	Corrective Action

	1. Preparing and filling the pond
	Chemical residues in soil

Chemical and microbial contamination of growing environment
	Enters pond from soil at time of pond creation

Chemicals and micro-organisms in water supply, and from agricultural chemicals, soil, run-off, and sewage
	Site selection

Pond construction

Avoidance of run-off

Fence pond

Control all inputs
	Soil testing

Regular examination of run-off patterns

Regular checks on pond exclusion 
	Chemical standard for soil

No overland flows entering pond

100% integrity of fencing and exclusion
	Review site selection if soil analysis reveals contamination

Repair drainage channels for run-off

Repair fence or address pond construction

	2. Stocking and grow-out
	Microbial and chemical contamination of fish
	Contaminated stock

Exposure to aquaculture chemicals
	Requirement for suppliers to certify health of product

Adherence to  directions on label and withholding periods
	Verification of supplier certification and quarantine

Review medication records
	Disease-free, healthy fish stock.

MRL’s not exceeded
	Disease treatment for stock.  Select and alternate supplier

Delay harvest until withholding period elapses

	3. Feeding Fish
	Microbial and chemical contamination of water and fish
	Microbial contamination in feed

Antibiotics in feed
	Feed specification and correct storage

Adherence to withholding periods
	Only purchase feed from approved suppliers

Stock rotation 

Review medication records
	Feed meets specification

MRL’s for  chemicals are not exceeded 
	Delay harvest until withholding period elapses

Identify alternative feed suppliers who meets specification

Improve storage arrangements for feed

	5. Harvesting
	Microbial contamination of fish 
	Poor flushing of pond sludge

Poor personal hygiene
	Provision of sufficient clean water at harvest

Operator hygiene 
	Checking harvest technique to ensure appropriate flushing

Visual observation of operators
	Clean water used for flushing

Hand washing before and during all fish handling activity 

Operators wear clean clothing and practice personal hygiene
	Prolong flush time of fish with clean water

Retrain operators

Review hygiene procedures

	6. Purging
	Microbial contamination of fish
	Build up of pathogenic bacteria from harvest debris
	Provision of sufficient clean purge water

Treat water to deactivate pathogens
	Regular cleaning of tank and filtration system, including regular removal of bottom detritus
	Water quality standard for purging activity
	Ensure product has been adequately  purged with clean water




	Step
	Hazards
	Cause
	Control Points
	Monitoring Procedure
	Target/Tolerance
	Corrective Action

	7. Chilling
	Microbial contamination and growth
	Use of non-potable ice or water

Unclean bins or equipment

Poor temperature control
	Receival of ice

Cleaning of equipment ie bins and shovels

Chilling operation
	Only purchase ice from approved suppliers

Visual check of cleanliness of equipment

Measure core temperature to ensure rapid chilling
	Always use clean equipment and potable ice from an approved supplier

Product between 0 - 5°C within two hours of harvest
	Re-wash fish with clean water and use potable ice

Review fish quality and revise chilling method

	8. Sorting
	Microbial contamination and growth
	Contamination from sorting area

Product temperature rises due to poor chilling
	Sorting time

Personal hygiene of staff

Cleaning of equipment

Temperature of fish
	Sort fish immediately after harvest

Monitoring time and temperature

Check for equipment cleanliness and adherence to cleaning program
	All equipment cleaned prior to use

Product between 0 -5°C within two hours of harvest
	Retrain staff in cleaning procedures

Review fish quality and revise chilling method

	9. Gutting and washing
	Microbial contamination of fish
	Contamination from gut

Contamination from personnel

Contamination from non-potable water
	Visual assessment of gutting method

Hygiene procedures during gutting

Provision of potable water
	Gut and clean using plenty of potable water

Check guts separated from fish

Check staff hygiene before gutting
	No adhering gut on freshly clean fish

Access to potable water
	Re-wash gut cavity with potable water and remove any adhering gut

	10. Packaging and icing for transport
	Microbial contamination and growth

Physical damage
	Contaminated plastic bags

Product temperature rises due to poor chilling

Crushed fish in box
	Visual assessment of fish and storage conditions of plastic bags

Temperature of fish below 5°C
	Person responsible for checking cleanliness of boxes and plastic liners

Regularly check packing temperature
	Only fill box to set weight and do not over fill

No contamination of plastic liner storage area 

Fish kept between 0 - 5°C
	Reject crushed fish

Reject plastic liners that are contaminated and correct storage

Reject fish if packed into contaminated bags

	11. Distributing to customers or the market
	Microbial and physical cross contamination

Microbial growth
	Dirty trucks 

Transport refrigeration faulty
	Approved transport specification and agreement
	Supervisor checks truck condition and that refrigeration is operating before loading
	Clean  truck

Refrigeration, operating between 0 - 5oC
	Wash and sanitise if not suitable

Reject truck if temperature exceeds 5oC


Company Name, Version and Date


